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INTRODUCTTION

This srugram is to be followed by guidance
staff members in working with Navajo elemen-
tarv school students. These students have
individual and group needs which can be met
and aided througlt the use of this program.
The purpose of this document is to provide

a guide for implementing a program that meets
these needs in the areas of homeliving,

student activities and counseling.
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Functions of Student Guidance

Develop a positive self~image.

Promote @ safe, pleasant environment.

Provice social, leisure, and recreational
activities for personal and social develop-
nent.

Teach and promote responsible decision making.

Encourage multi-cultural awareness and respect.

Provide phvsical and wmental health education
and care.,

Provide career/vocational awareness experience.

Provide assessment, evaluation and placement
of students.

Maintain appropriate records.

Involve parents and community members in
school programs.

Encourage camumication in English.
Manage time, money, and o.her resources.

Recognize and take appropriate action concern-
ing personal and social problems.

Coordinate and secure the cooperation and ser-
vices of the academic department, food services.
IHS, Facility Management, Tribal Agencies, md -
other agencies.
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Function 1 - Develop a positive self-image.

Elements:

A. Character development.

1. Values
a. honesty
b. dependability
¢. moral obligations
d. beliefs

2. Self control
a. responsibility for one’s own actioms
b. accepting authority (rules/regulations

and staff)

B. Self acceptance.

C. Self confidence and ability to handle every-
day challenges and problems.

D. The understanding of one's own potential. -
E. A sense of belonging to the group.

F. A contributing member of the school.




Roetion IT - Promote a safe, pleasanc environment.

- -

Flenmenis
A Cleey 'md free of haseards.

Hoo Adequaie heating, ventilation, cooling, and

phrtiine svacems.
CooAninecive decorations, \
N s ATy Varrractrive o v A it :
J. Carpetinge and attractive, sourday furniture.
Foo Pleasane Tandseaping.

i Adequace, safe recreational equipment and
facilities.

Pfunct fom 11T - Provide social, leisure, and rec-
reational activities for personal
and_social development.

Elomenes
A, Appropriate behavior.
R, Neatness and cleanliness.
C. Matual respect.
D.  Sporcsmanship and fair play.
E. Inwolvement in school activities.
F. Willingness to coampete.
;. Acceptable social interaction.
H. Leadership and citizenship responsibilities.




Function IV - Teach and promote responsible
Jecision making.

Elements:

A, Responsible imvolvement and participation
in student goverrment.

R, lnderstanding of student responsibilities
and righcs.

C. Understands rights of staff and other
students.

D. Cost awareness of equipment, property,
supplies, food and time (persormel service).

F. Understunding of actions/decisions and
their conseguences.

F. Recomition of altematives/options.
G. Understanding property rights.

Function V - BEncourage multi-cultural awareness
and respect.

Elements:
A. Appreciation of one's own heritage.

B. Recognition of similarities and differences
among cultures.

Sharing of cultural ideas.

D. Relating to other cultures in positive
ways .

E. Dealing with culture shock and conflict.

O




Function VI - Provide physical and mental health

edutation and care.

Elements:
A. Physical Fitness.
B. Positive Attitude.
C. Personal hygiene.
D. Good grooming. '
w

Positive attitude towards human sexuality
and family life.

Function VII - Provide career/vocational awareness

experiences.

Elements:

Experience personal satisfaction for a job
well done.

Application of school leaming to life
Situations.

Positive attitude towards work.
Interest/abilities assessments.
Exploration of different occupations.

Exploration of training requirements for
different occupations.

Skills in getting a job/position.

11



Funection VIII - Provide ass#ssment, evaluation and

placement of students.

Elements:

A.

™Mo 0w

Screening process.
Assessment process.
Objective interpretations of student data.
Referral process.

Appropriate placement of students.
Follow-up procedures.

Function IX - Maintain appropriate records.

Elements:
A. Security cof records.
B. Appropriateness of records.
C. Confidentwality of records.
D. Review/purging of records.
E. Records custodian.

>

Access/restrictions to records.

‘s



Function ¥

- Involve parents and commity members

in school programs.

Flements:

A,
B.

C.

.

Parent conferences.

Parental counseling and home visits.

Public relations - information to Chapter
mectings, ete, liaison with local school,
IS and other agencies.

Student recruitment end school placement.

Rosource people.

Cormunity sponsored activities and special .

ovents

Function XI - Encourare cammication in English.

Elements:

Al

g":

Function ¥IT - \?axnage tlme nnney and other

*

»
Fngalish as the everyday language except in

stress situations.

m—:a“m; and study areas with adequate '

ighting.

Books and magazines in the dormitory. t

Television and audio/visual programs.

-

A

1]

Rudgeting time for school work, recreatim,

Use of money - value,, sav:mg budgetmg,
f

resources.
Elements:-
AL
and personal chores.
B.
banklng
C. Proper use and care

ment, supplies and

&3

facilities , equip-

jterials.



Function ¥IIT - Recognize and take appropriate

action concerning personal and
social problems.

Elaments:
"A. Codes of conduct.
B. Crisis plans /procedures
. Fire - f’lsturbances - illness - AWOLs
- e¢pidemics - power failure - intruders
- intoxication - accidents - suicide
atterpts - OD's - abused children.
C. Crisis counseling.
D. First aid procedures.

- 2y

-Function XTIV - Coordinate and secure the coopera-

tion and services of the academic-
department, food services, IHS
Facility NanagmmE{Trlbal Agenc1es,

-

and other agencies.

Elements:
A. Teat approach to student services.
B. Free exchange of non-confidential informa-
tion.
. C. Cooperative use of facilities.
D. Coordinated programs to avoid duphcatmg
services. 4
E. Consultant/resource people for training.

®
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PROGRAM SUPERVISION/IN-SERVICE TRAINING

r_

Homeliving

Health and zafety
Dormi tory operations
Dorm Administration
Personal care
Camumnity Involvement
Social Development

Student Rights_ and
Responsibil¥ties

IHS Coordination

Student Activities

Student Government
Recreation
Intra-murals

Panking Operations
Student Enterprises
Field Trips

»
A

Transportation
Camumity Activities
Summer Programs
Inter-school Activities

3

-

Counseling

Individual Counseling
Group Counseling

Student Rights and
Responsibilities

Testing
Records
Public Law 94-142
Student Placement
Career Counseling
Consul tants

4y



GUIDATCE ORGANTZATION CHART - SMALL SCHOOL

Principal
ﬂ
Supervisory Guidance Counselor
Guidance Counselor GS-9

]

GS-9

1r

Note: Guidance Counselor
positiéns only in schools
with more than fifty 7th
and 8th grade students.

Supervisory Education
Technician GS-6

Recreation Aids
J GSs-3/4

Education Aids
(Dormitory) GS-3/4

Ead
.




GUIDANCE ORGANIZATION CHART - TARGE SCHOOL

Principal

Supervisory Guidance Counselor
GS - 11

1

Supervisory
Guidance Counselor
GS-9

Guidance Counselor

GS-9 GS-9

Supervisory
Recreation Specialist

Clerk-typist

Supervisory Educaiion GS-3

Technician GS-6

Recreation
Specialist
GS-5/7/9

Education .Aids (Dorini tory)
GS-3/4

r l{fC égcgﬁxtlm Aids ‘ T x‘




SOMSELING,
INDIYIDUAL COUNS.,
GROUP COUNKELING
CRISIS COUNGELING
GUIDANGE LESSONS
SOCIAL DEVELOMENT
ACTAVI THES
RECORDS
TESTING

STUDENT RISHTS AND
RESPONSIBILITIES

£l

Recoros,
COUNSELING RFCORDS

L06S

INVENTORIES

HEALTH RECORDS
LESSON/ACTIVITY PLA
CLOTHL

CHECK Oyt
UCSPNSOQSH" PROGRAM

-

SUPERVISORY GUIDANCE COUNSELOR GS-9

SONSULTATION
COMMUNTTY
CHAPTER

1oHSe

PARENTS

SOCIAL SERVICES
HOME VISITS
RESOURCLES

ALL SCHDOL DEPTS,

PERSONAL CARE

GROOMING
SLEARL INESS
CLOTHING
HEALTR CARE OF ALL

RILOREN

¢
SUPERYISTON OF
CHILDREN

CAREER/VOTATIONML
HORK PROSRAMS
INTEREST SURVEYS
APTITUDE SURVEYS
FIELD TRIPS
AUDY O/ ISVAL MATERIALS

CAREER/VOCATIONAL
AWARENESS

GROUP CUIDANCE

PERAT 1 INS

nh e

ADHINISTRATION

TRAINING
SCHEDULING
TIME AND ATTENDENCE
TOURS Of DUTY
PERFORKANCE EVALUATIONS
DORMITORY ACTI¥ITIES
SUPERVISE EM.PLOYEES
SUNER PROGRAM

A% COUNCIL
DORM RUILES AND RESULATIONS

SPECIAL EDCATION
RIBLIC LA a2
COUNSELINGS
STAFF

PARENYS

SYUDEN 3' 3
1EF COMRITTEE
RECORWS
OUE PROCESS
ASSESSHENT, ALACENENT

HEALTH AND SAFETY,

ACLONTABILLTY OF
STUDENTS

FIRE ORILLS

SECURITY

INSPECTIONS

HEALTH REFERRALS

N=SERVICE TRAINING

HEALTH EDUCATHON

WoRK ORDERS
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SUPERVISORY EDUCATION TECHNICIAN GS-6

i
Administration/Operations

Health Social Division

Records Student Accountability
Reports Indian Health Service
Time and Attendance Referrals

Work Orders First Aid

Supervise Bmpolyees ‘ Care of ill children
Inventories Fire drills
In-service Training Building Inspection
House Keeping Facility Inspection

Counseling (basic)

Referrals

Student Rights and
Responsibilities

Guidance Lessons

Parental /Commmity

Involvement
Dormitory Activities
Personal Care

Laundry Bnet§encies .
Request for Supplies (2) Fire .

Bath Inspection




EDUCATION AID (DORMITORY) GS-3/4

ARTS AND [RAFTS
oC1aLS

Child Care Guidance

Dormitory
Maintenance

HOUSEKEERPING
BUHILOING INSPECTION

PYPFRT £ WEEINCT
ar Ayl R

CSTYD  NT ATy OWR TR v

CLOTHIN (Al

N OIrsaTIOE STOENT Q19475 ayn SPECIAL INTERELT LAUNDRY
TELPWIBILET LY IR

827y R MORY SAFETY INSPECTION
- TARY OF MOPERTY SAMES .
S uwWE WRSING BULLETIN BORRDS

SRISHIS SITUATION, SPLRTS
SUPERYISION OF GRGUNDS MAINTENANCE
FRITOREN TOWMSELIN) SIMNEY PROCR W

NECORATIONS

R

LE1SURE TINE
Quuss

DINIG RO
ARTYP CRUNS "IN,
HDWEnUAL CUIANCE
FUIDANCE LESSONS
NANRER?
ACADENIC T INFORCEMENT

DALY STHED MES




STUDENT ACTIVITIES
Recreaticn Specialist
Recreation Aide
Banker
Enterprise Manager
Vehicle Operator

[

{ 1 T 1
VO§E“d°§tt papludent _Recreational Community Field Trips
Javernmen - prise Activities Activities and .
Actxvxty_AJ i & Funds Other Outings

]
L 1 ] 1 I
>l Studen Cantuen Socials Community Transportation
CouncYl Student Clubs Recreation Local
Organizations Activities fVarsity Competitions _ Community
Club:. Funds Athletics Movies Metropolitian
Dorm Councils Personal Information Pow—wows Points of
JClass Groups Funds Sources Chapter Interest
Representativg JFund Raising Arts & Crafts Activities
Groups Activities JMovies
Student Special
Leadership Assemblies
Sports
a ] _
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HQMELIVING

Introduction

Homeliving is concerned with physical, social

and personal development. The administration

and operation of the dormnitory and the supervision
of programs carried out by the students and
dormitorv personnel are included in the home=-
living area oi guidance. Activities are also
_provided to develop the student's selferespect

and selfeconfidence through an understanding of
his own culture and other cultures to> help him

realize his full potential.
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I. Dormitory Administration and Operation

A. Administration is responsible for:

1, Administering the outeof=school program,
2, Scheduling staff,
t. Training enployees and students in dormitory
procedures,
4, General supervision of staff and students.
5. Documentation concerning staff « students.
f. Organizing and maintaining records,
7+ Lounseling program,
8. Program for handicapped students.
v, Establishing standards and evaluating
performance.
11, Estallishing an&‘knforc1nb the rules of
the school,

-

Be Dormitorv staft is responsible for:

1. Supervising and caring for students,

2. Providing health care.

'+ Supervised - care of handicapped students.

o Explaining and enforcing the rules of
the school.

»» Motivating and encouraging staft and
students to act in a responsible manner.

6. Insuring the punctuality and accountability
of students.

7. Leisure activities in the dormitory.

. R. Continuing contact with parents.

A, Involvement of the homeliving staff in a
continuous process of evaluation and follow=
up to insure the sSuccess of the program.

19, Providing a safe environment:
a Fire drills,
he Work orders.
c. Report safety hazards,
Lt 11. Helping students speak in English =
: ‘ communicate in English.

=ERIC | S '
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Nudgvtorw considerations in planning the
hormeliving proueram.
Dveorating the dormitorys

a. fuiletin Loards.,

L Pleasant living area.
Care of clothing and hedding.
HYaintenance of urounds,
Ordering, distributing, and kceping
inventories of supplies and equipment.’
Housekeeping.

¢ e Inmservice Training o,y

Ay Ineservice training will be providea in the
tollowine arcvase

1.

-

1.
11.

R
b

13,
14,
15,

lb\
17.
18,
19.
20.

Student health care.

Incentive Awards Program.

\Promotion Program.

Time and Attendance Procedures.

Tours of Duty.

Emergency Search and Rescue Plan.

Teaching Techniques (AV, Lesson Plans).

Psychology .

Guidance Principals (Group and Indiv1dua1
Guidance Techniques)

Child Growth and Developwent.

First Aid.,

Housckeeping Procedures ,

Vehicle Procedures,

Safety Awareness.

Student Rights, Responsibilities and
Records , :

Performance Standards and Job Descriptions

Privacy Act,

PL 94142 (Special Education) .

Career Education .

PL 95-561 (HR=15),

. )
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21. Recreational”Activities,
2. Leadership.

23, Adverse \ctlonq.

R. Resource nvrxonnLI mav/He utilized in meeting
training needs of staff, such as:

1. Indian Health Service.
2, ClulL advisors,
o Safety Otticer,
4, Police.
3+ Personnel Office.
. School Board.
7+ Comaunity Leaders.
o ¥. Fire Department.
s 9. Education Personncl.
‘ 10. Continental Divide Training Center.

IT1. Guidance Personnel are required to provide
health care as described in the IHS Manual.

&3 V. Social Development.

Tt is the responsitility of the guidance staff:
tn provide tor social development in the followe
ing areas:

A. Individual and group guidance activities:

1. Guidance lessons. .
. 7+ Individual zonferences.
i. On=theespot instruction.

7

4%, Parentestudent conferences, .
B, Quteofwschool aat1v1ties',

1. Organized field trips thh ob jectives.
- J. Leisure time activities.

o Arts and crafts activities.

S Clut activities, -

-

’ »o student government ,

22
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Personal Development of Students. -

Ig is the responsibility of the_ guidance staff to
provide instruction to students in personal care
in the following areas:

A. Pexsonal hvgiene and grooming?

1. Regular bath checks. *
2. Use of grooming aids. )
i+ Teeth brushed regularly. . .

4. Reporting illness.

Bs Dress and care of clothing:

1. Clean clothes regularly.

2. Care of shoes.

}» Minor repair of clothes,

4. Appropriate storing of clothes.

C. Student Relations:

1. Promote respect for students regardless
of agu.

2. Promote activities that provide wholesome
co=ed learning experiences.

. Housekeeping:

1. Student details,

2. €Care of property and materials,

i, Encourage students to decorate their
living area.

V1. Parental and Community Involvement.

1t is the responsibility of the guidance staff to.
assist and encourage parental .and community involves
ment by? :

A. Keeping parents informed about the dormitory
Program.,



B. Reporting student progress/activities/partici-
pation/health to parents.

C. Inviting parents to attend and participate in
guidance fdnctions and activities.

VII. Policy Guide for Student Check-out.

Elementary students will not be allowed to check
themsclves out of school for any reason. Parents
cannot grant this privilege to their minor
children. Minor students may be checked out
either by their parents or guardians or other
adults designated on the check-out card by the

_ parents or guardian.

VIII. Policy Guide for Scheduling Tours of Duty.

Principals are charged with the responsibility
of reviewing all schedules and certifying that
they meet program needs and applicable
regulations.

Irregular schedules which deviate from the
provisions of the FPM, Chapter 610, must
additionally be approved by the Agency School
Superintendent.

!\{t is recommended that schedules change at
east once a year at semester break, and not
more often than every four pay periods.

Night shift personnel who are Education Aides
must be rotated with every schedule change.

*Employees must be notified of a change on tour

of duty two weeks prior to the effective date,
commensurate with pay period intervals.

24
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IX.

Exceptions can be made for temporary, emergency
coverage. For good program management, yearly
schedule showing rotation of tours of duty is
recommended.

*Over a reasonable period of time, all employees
should be given the opportunity to work all time
blocks. Rotation provides training and diversity
in all aspects of the job,

Any employees working under P.L. 95-561 contracts
will be required to work comparable tours of
dutv.

Policy Guide for Student Details.

Elementary students should contribute a limited

mount of well-planned and well-directed labor
(?up to 2 hours per day) toward the maintenance
and operation of the school. Work details
should not infringe upon class time or be usad
as punishment, but at the students’ option, it
may be used to regain privilegQ§, or work off
demerits or earn mervrits.

25
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SUGGESTED FOIZ'S - HOMELIVING

Schoal Application

School Entrimce (Revistration)
Dorrd tory Check-cut

Parental Consent for Medical Services
Parental Consent for School Field Trips
Hdedical Inoculation forms

Student Uithdrawal from School
Daily Attendance Report \
Student Roll Call

Stwdent Pass

Student Runaway Information (ATOL)
Home Visit Report (Liaison Report)
In-caming Mail Record

Patient Referral Notice
tledication and Treatment

Medical Notes

Pharmacy Requisition

Record of Inventory

Health Inspection

Weekend check-out of Sick Child
Night Report

Fire Drill Report

Monthly Fire and Safety Inspection
Facility Maragement Work Order
In-coming /Qut-going Laundry
Laundry Inventory

Supply Inventory

Janitorial Supply Request

Supply Requisition (Gallup S ly)
Open Market Requisition P
Food Request

Transportation/Field Trip Request
Vehicle Safety Inspection Report
Tour of Duty Forms (Local and BF-314)

26
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MINIMUM STANDARDS

Every student living in a Federal boarding school is
entitled to sufficient space in a sleeping room for

inbs

- comtort, for privacy, tor storage of personal belong-

and tor study. The room shall have sufficient

daylight and artificial light together with adequate
ventilation and heat for comfort.

A. Every student shall have a separate bed, either as
a single bed or part of a double decker, and fifty
(50) square feet of space in a room.

B. Every ted shall he cquiped vith the following:

1.

w »

Fe

b,

7.

8.

Guod springs that do not sag.

Guards on the upper bunk and a ladder for climbe
ing into the uppoer bunk for primary students.

clean mattress that is sufficiently thick for
comfort and which fits the springs.

A mattress cover and mattress pad that are washe
el .t least twice a year.

Two clean sheets that are in good repair. These
are to be changed each week. (6 sheets for each
hed. Replace one set each year.)

Rubbher sheeting oreplastic mattress covers for
special cases.

Blankets that are clean and in good repair.
These are to be washed at least once a school
vear or any time that the blankets s2re moved
from one student’s bed to another. (3 for each
hed, Replace % blanket per bed é&ach year.)

A bedspread that will protect the bedding and
will contribute to the attractiveness of the
room. These are to bhe washed at least once a
month. (2 bedspreads for cach bed. Replace %
bedspread each year.)
~ 28
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D.

E.

F.

9. Casters or ylides on the legs of the bed.

Everyv. student shall sleep in special night garments
such as pajumas, night gowns, or night shirt. These
are to ne changed at least once a week. (2 sets
for cach child. One replacement each year.)

Every student shall have adequate supplies to
follew good health practices:

1. A clean bath towel and wash cloth that are
changed at least twice per week. (6 bach
towels and 6 wash cloths per student. Replace
2 of vach yearly.)

<+ Paper hand towels and toilet paper available in
the restroom at all times,

's A new tooth brush at least twice a year, to=
gether with tooth paste/powder. ‘

4. A mild bath soap should be available as needed.

Every student shall be provided with an individual
towel rack that is located in such a way that no
towel touches a towel belonging to another student
and where fresh air circulates.

Every student shall be provided with adequate
Storage space for clothing and other personal
belongings:

l. An individual locking lockér or lockable clothes
closet equipfed with a rod (minimum of 18" of
hanging space) so placed that all garments can
hang straight and with sufficient coat hangers
for all clothing. The locker should have a

" minimum shelf area of 6% square feet for each

. child., Air holes shall be provided in the top

and bottom of the door of the locker to allow

for ventilation, )

9 ;
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H.

2. A place should be prov1ded for toothbrushes
that will permit circulation of air.

3. One full=length mirror for every 30 students in
addition to mirrors over each wash basin.

4. A place for the storage of suitcases that will
be accessible to the student at all times or at
designated times. Shelf space should be
sufficient for the storage of one foot locker
and one large suitcase for each student. A
table on which suitcases can be opened should
be provided.

Every student 12 Years of age and over shall have
an opportunity to read, study and write letters in
his own room. Each student room shall have:

-

1. A chair for each student,

2. A stﬁdy table or desk with drawers for every
student. May substitute a table that will seat
four.,

}. Adequate lighting.

Every sleeping room shall be attractive and
coumfortables

1. Adequate heat and ventilation provided so that
sleeping areas may not be drafty nor over=
heated. Windows should be provided with de=
flectors when needed.

2. Adequate light for all purposes (50 foot=candles
on cach desk for reading). A night light in the
halls and in the washrooms.

3. Draperies of some type for all windows.

4, Carpeting should be provided throughout the
1living areas of the dormitory.

35
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5. Pictures where wall space will permit and small
bulletin board for personal pictures or news=
paper articles.

6. Attractive and appropriate colors on wall and
woodwork for various use areas throughout the
dormitory. ~

7. Wastepaper basket for every four students. -

I. Every student shall have adequate cleaning equipe
ment available for cleaning of sleeping rooms:

1. A broom, dustpan, dust mop, and cleaning cloths
to be used by students in adjcining rooms.
(usually one set per eight students.) These are
to be replaced each year.

2. A closet containing a slop sink, broom racks,
shelving, a trash can, and general cleaning
supplies shall be preovided on each flcor of the
dormitory or, when desirable, on each wing.

3. An electric polisher and/or vacuum cleaner shall
be available on each floor or wing.

4. A linen closet on each floor or wing for the
storage and repair of linens and blankets.

* 31 :;{;




IT. Every student shall have access to an attractive,
homel ike living room for rest and leisurcetime
activities, and to a rumpus or similar room for games
or proup mectings In tuildings that house all age
proups there t“ould e two or more living rooms equipe
ped for the difterent aqe groups. Adequate playground
areas and tacilities shall he available for recreatione
al activities,

. Ao Every livine room shall bhe adequately furnished as
tollowes:

t. Comtortatle chairs, sofas, end tables, book=
shelves, mazazine racks, eotc.

2 Draperies ot some type ror all windows.

« Floor coverings that are attractive and will
make the roowm more comfortable. Carpeting is
recormended.,

“s Adequate heating and ventilation for comfort
in all seasons,
b« Plctures, decorative mirrors, bright colors on

walls and woodwork, and other ways of developing
cheertul, attractive color schemes.

6. Lamps placed so that good lighting is provided
for reading.

7. A supply of magazines and newspapers appropriate
to the age of the student.

8. 'A set of encyclopedias, dictionaries and a
world atlas for each dormitory housing students
of the Jr. High and High School levels.

9. Books of interest to the students and within
their reading ability shall be available. Thesea

. may be purchased for the dormitory or borrownd :

o from the school library. -

12 \ \a;§
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10, A fullelength mirror to aid with good grooming
shall be placed either in the living room or in
the hall. A place convenient to all students
should %Ye selected,

11, Decorative living room clock.

B Every rumpus room shall be equiped wth recree
ational equipment suitable for the ages of the
students and with sufficient furniture for group
meetings: (It separate rumpus room is not availe

atle, a part of the living room should be equiped
with the following.)

1. Tables and chairs for games,
2, Sutticient chairs for group mectings.
3. A television set, radio and lomm movie projector.

4. A stereo record player with an appropriate
supply of records.

5. Games suitable for individuals and groups.

. 6. Blocks, dolls, toy automobiles, etc., for
younger children.

7. Gymnasium pads for rough games. .(These to be
used in special recreation space only.)

8. Adequate heat, light and ventilation,

9. A waxed wood flocr or a cement floor covered
with asphalt or vinyl tile, linoleum or cdrpet-
ing.

10. Storage space where games and toys may be kept&‘
11. A large bulletin board. . .

12. A clock, pictures and other devices to make
the room attractive.

‘ 3B gy
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IIl. Every student 12 years of age and over shall have
aceess to a kitchenette where refreshments for
partics mav be prepared and where groups of students
may cook lavorite toods.

A. The kitchenette shall be adequately furnished:

1. An vlectrically operated hot plate built in
the counter or an electric range if source of
clectricity permits the use.

2. A retrigerator.

}. A twoecompartment sink with drain boards and
mixer taucet with hot and cold water.

4. Builtein cuptoards and drawers.

3. Félding ralles and chairs are desirable.

6. Familvesized cooking utensils.

7+ Large kettles for the preparation of hot
drinks.

A. Disposatle dishes and tableware, napkins,
and towels.

9. A cleaning closet provided with the necessary
- equipnent.
IV. Every student stall be provided with adequate
facilities for the laundering and repairing of
personal clothing.

A. The laundry room should be arranged so that
the maximum number of students can be
accommodated ac one time:

1. Omne washing machine for every 40
students.
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5.

One automatic home-type dryer for
every washing machine or ope large
comnercial dryer for every two washing
machines.

Electric iron and ironing board as
needed for each dormitory.

At least one table for folding of
clothes shall be in each laundry room.

Two sewing machines for each dormitory
wing.

Every student shall be provided with special
care in case of illness, accident or routine
preventative medical care.

A. At least one isolation room in each
dormitory. . (Minimum of two in coed
dormitories). Each isolation room
should have:

A bathroom equipped with toilet,
washbowl, and bath tub.

Electric outlets for heating pads, etc.

Adequate liéhting and heat with special
attention given vo ventilation. .

Bedside table and chair for each bed.
Clean towels and linens should be

readily available and changed
frequently.

35
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-

A locked and secure medication room will

be provided for effective control of
medivation and treatment. Where a separate
rocm is not practical, medication must be
tocked in a cabinet.

1. Medication no longer used as prescribed
should be properly disposed of.

Fwr

Each medication room/cabinet will be
minimumly stocked with basic first aid
supplies and equipment as recommended
by Indian Health Service.

tvery student shall have maximum protection
from fire. .

Al

All! dormitory operations should meet the
follnuing standards:

1. Fire drills will be conducted at least
once a month. (Both daytime and night-
time drills should be practiced).

2. Required fire drill reports will be
prepared and submitted to the Agency
Safety Officer.

3. An approved (Agency Safety Officer) .
fire evacuation chart should be posted
and appropriate safety lessons will be
conducted.

36
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In-service training for dormitory .
personnel should include (a) evacu-

ation plans, (b) use of fire .fighting
equipment, (c) required inspections

and (d) fire drills and reporting

procedures. \ »

Panic hardware will be provided on all )
outside exit doors. The purpose of
panic hardware must not be defeated by
improperly securing with chains, ropes,
breoms, chalrs, etc.’

-
*
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STUDENT ACTIVITIES

INTRODUCTION
The Student Activities phase of the guidance
program was created to provide active student
involvement in a critical area of personal
development. Participation in a variety of
activities is helpful in preparing students to
fulfill future regponsibilities to their
community and country. A primary purpose of
this section of the program is to develop an
understanding of the functions of the Student
Activities program and to indicate ways of

concéntrating and coordinating efforts.
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Student activities is a coordinated, comprehensive

~ program of leisure and learning activities aimed @t
producing a well-balanced, socially operable individ-

The program is designed to meet Navajo students
needs through involvement and participation in student
activities. The activities used must be modified to

~ fit the level, or maturity of the students involved.

ual.

I. Program Administratiqg
A. Operational Philesophy

l‘

Requires total schooli cooperation for:

a. Clubs N \ —
b. Student government

¢. Intra-mural activities

d. Trips

e, Arts and Crafrcs

f. Social Activities

The program is intergrated to relate to
all school functions.

A student activity program should prepare
students to meet and deal with challenges
to his self-esteem, group identify and his
value system with confidence.

It is the purpose of the student activities
program to give Navajo students the oppor-
tunities to earn success, and to view
obstacles only as\small, temporary road-
blocks to be overcome or by-passed, not to
be avoided for fear of failure. :

A student activity program will include:

a. Intra-murals designed not just for winning,
~ but for learning, give and take, group =
effort, and individual courage to
continue despite the odds. ‘

: 40 ] e
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b. Crafts and indoor activities designed to
give every student an opportunity to suce
ceed in his chosen taskes

6. Efforts need to be made to insure that all
students experience success on their own
level. Younger students need a full program
as much as older students.

7, Every student should be provided with an
activity or play situation which he can
master and for which he can be praised.

8. Student activities need to play a part in
teaching the student how to make decisions
through the use of experiences which broaden

- the choices available. It is important that
the student be able to choose not to partice
ipate if he wants. ‘

9. The activity program shares with homeliving .
and counseling services in the very importe
ant task of showing the student how to use
his newly found and growing ability to make
decisions about his life. Also, students
should accept responsibility for decisions
they make.

10. Student enterprises should be designed to
meet the needs of students, not primarily
to earn money.

11. Student activities should be designed to
foster a reasonable level of physical fit=
‘ness and to be successeoriented in structure.

12. The student activity program should foster
and encourage student use of situational and
v - functional English in everyday commnication.

[ L T R CROE A S

13. Activities should foster positive parente
studenteschool relationships.

41 .
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14. Student activities must work to improve and -
eéncourage parental involvement in the educae
. tion of their children, develop student pride
in family and encourage and promote student
respect for parental opinion and values.

15. Student activities should be coordinated
through regular guidance staff meetings.

16. The student activity program needs to be
assessed and evaluated periodically.

17. A well organized system of supplies and
‘equipment control will prevent loss, and
. insure proper distribution of supplies.

B. Student Activity Operations
1. Student Enterprises

a. Student enterprise activities must have an
approved plan of operation which designates:

(1) Financial system to be used

(2) Re=supply and inventory system

(3) Degree of student participation
(4) Machine maintenance and repair

(5) Other related activities

b. Fund raising activities must have the
approval of the Principal and must be
chartered by the Student Council and all
funds are to be deposited in the school
bank.

- ‘ c. All studeat organizations, including

~ sponsorship programs, must keep losop
funds in the school bank. No outside

. commercial account should be used other -
than the account establighed by the
school bank.
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d. Funds raised by organizations must be
available to them when in the student
bank; and may not be spent without the
approval of the organization that raised
the funds. ;

2. School Bank

a. Banking schedule must meet the needs of
the students and not necessarily the needs
of the system.

b. Bank plan of operation must follow Bureau
guidelines (62 IAM-14 & 25 CFR 31.7).

¢. Student accounts should be balanced at
the end of each banking day and weekly
by the Banker and monthly by the
Principal.

d. Student funds accounts should always be
in order for amn unannounced audit.

3. Student Government

a. The student council ig the legal basis
for all student operations, clubs, and
organizations.

b. Student cndncilnoperation must be based
on maturity level of the students.

c. Robert's Rules of Order is recommended as
the guide for all meeting operations.

: d. Student government should involve as many
students as possible. :

e. The student government should be involved
in the development of school rules in
accordance with the Area Code of Student
Rights and Responsibilities, and other
Bureau regulations, procedures and guide-
lines. 43
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h.

Authorizing the operation of a canteen
is a function of the student council.

Student government should be student
oriented, and not necessarily staff or
school oriented.

Membership in state and national council
organizations is encouraged.

School Trips

a. Arrange transportation, including the
inspection of vehicles to be used, and
follow up on condition of vehicle after
use.

b. Make financial arrangements if necessary.

€. Check to see that dormitory staff has
submitted food requisition.

d. Check to see that bus driver has been
assigned. ‘

€. See that vehicles are properly main-
tained and monthly reports are made.

f. Reviews plans for school trips.

Sports

a.

-Competitive sports is vital to the

total educational development of
students and must be carried out in
a well-balanced manner.



[#]
.

B

Sports should be utilized to the utmost
in developing school spirit which is
netessary to the success of the school.

Sports skill are to be learned as part
of the phvsical education program and
practiced in intra-mural and inter-mural
sports program. ‘

All schools are encouraged to strengthen
their intra-mural (within the school)
sports programs so that a maximum humber
of students will have the opportunity

to participate.

Inter-school sports programs should be
carried out on non-academic time when-
ever reasonable. -

Schools are encou?figesd to participate in
organized sports leagues to enhance the

. of competitiveness and provide consis-

tency and order.

League participation should nof conflict
with established Buieau regulations and
policies.

League schedules should be presented to
the School Superintendents for review;
and schools under his/her supervision
are subject to his/her decision as to
whether the schedules comply with Bureau
regulations and policies.

: SHE
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6. Social Activities

a. Activities-are to be based on level of
maturity and interest of students.

b. Food supplies and materials are to be
made available on time and in the
appropriat- place,

¢. Advertise all activities in advance to
help promote student awareness and
participation,

d. Make special arrangements such as
contracts and invitations and other
arrangements that may be necessary to
carry out an activity.

7. Requisitions
4. Recreational and sports equipment are
to be requested/ordered by the student

activity staff,

b. Dormitories will request/order recre-—
ation supplies for internal use in
coordination with the student activity
department.” (For example: arts and
crafts supplies, indoor games, toys).

8. Calendars

The Recreation Specialist or his deleggted
represenative(s):

a. Records all activities on master
calendars.

46
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9.

b. Prepares monthly/yearly calendar of
all school events.

Community Involvement and Activities

a. Parent involvement in student-oriented
activities.

b. Community movies.

c. Social and competitive community
events.

d. Advisory board involvement in the
on~-going program.

A
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COUNSELING

INTRODUCT ION
Gounseling programs must be designed to stress the
toral student development, where each student is
encouraged in an atmosphere of willingness and caring

to reach maximum growth and mental porential.

Counseling is not to be limiled to students who have
difficulties and who are conscious of problems; it
should include all students as an aid to optimum
development, Counseling is to be directed toward

the total adjustment of the student.

In addition to the counseling program outlined in
this section, the n.nesupervising, Junior High
counselor will be primarily responsible for career/
vocational counseling and high school placement and

orientation.
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I. Sample Duties and Suggektiog; to the Counselor.

A,

F.

Gia

1,

L
N N

LY
?

L.

* M,

N.

. Q.
Q
—FRIC

Find a room with adequate space for activities
that are necessary to involve the child in
vounseling sessions. The setting should be
Pleasing and intervsting to children. Adequate
Piles for Case studies, tests and other counsele
tha materials Twust “e provided,

Got acquainted with school personnel.
Estal 1ish resource contacts.
Paper work required:

1. Reterral procedure with all forms necessary
tor auilance.

Je Maintai, fifine SVvsStem.

'« Reep a vinseling log. .

s . > s

%+ Procedurs to keep vour supervisor informed.

Preevocational and career awarenoss counseling.,

Mect with teackers and aids to explain the
counseling role of the staff,

Get acquainted with as many students as possible.

Mot with school board, chapter, and community
tuo explain coungeling program.

Establish a procedure for visiting homes.,
Arrange for testing and evaluation procedures.
Stary meetin§ botween department representatives,
Group EaunAvling sessions.
Individual counseling sessions,
Infortal obsewwvations.
Arrangé‘Consditatiohs.

. 50 ' :
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- P, K\*('p tiles Jdap to Tate,
0. Gather infarmation for student reports.
, 2 \ . . ‘
Re Dovglop and provide a tormal puidance program.

a

e Placenont and tollow up.

“11. Arvas ot Respousitilitivs.

A Individual Counse!l

- 7 1. Une=to=one counvel ing !

4. Talk with the persou who sent the referral
and pather trom others all pertinent infore
mat ion.

$ . W serve the student,

¢ Call the student in.

Ao Get acquainted, if first contact.

¢. Gain rapport.

t. Let the student know why and if there is a
need tor hav;ng to take corrective action.

s Be openeninded.

‘ h. Be a pood listener.
. i. Encourage the'student to take part.
(1) Talk:about himself. ‘
(2) State his problem, 'if he has one.
(3) Does he want to inprove?
(4) How does He think he can improve?

j» Consider the student's statements.
k. Reflect and clarify that students feelings
and attitudes. :
1. Help the student think about short term and
, long term goals and how he can accomplish
the goals.
m. Be sure to understand what the student is
trying to say.

o6
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n. Studenc attitudes are changed very little.
by advise, persuasion, or threats. Their
attitudes appear to change most effectively
in the presence of other attitudes and feele
ings through the use of positive approaches.

o. Help stulent accept parentsacommunity backe
ground yet realize his own future potential.

Lrisis counscling is an immediate on=theespot
vounseling responsihility. This type of coune
seling may take place with the child who is
upset and askine for helpy or it may take place
when the cnild is sent to the counselor for
fnpwediate helps This type of counseling should
be minimaly, i 4 strong prevertative counseling
Proucrur is carried out.

Preventative vounseling is carried out through
the cooperation of toral staft and students.

Be Group Counceling

1.

*

Small aroups with omon probleins/ interests
ae Ponsitle topics tor discussions

(1)  Shvness

(1)  Running avav

(3) Stealing

(%) Disruptive classroom or dorm behavior
(%) Ottensive language

() Lloneliness

(7)  Student rights and responsibilities
(3) Vandalism or destructive acts

)  Phvsical or -nental handicaps
(19)  Glue sniffing, drugs, alcohol, VD
(11)  Academic achievement
(12) Carcer Education
(13) Health habits
(14) Contributions of Indians to society

32
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(15) Discovering oneself

(16) Consumer knowledge

(17) Wise management of time and/or money
(14) Overcoming handicaps

(19) Grooning

(20) Manners

(21) Decision making

(22) Honesty ‘

(23) Taking responsibility

(24) Being a leader and a follower
(25) Cetting along with others
(26) Sportsmanship

(27) Human Sexuality

{28) Human relations

() Moral obligations

b, Methods which might be used:

(1) Films, filmstrips, slides
(2) Role play, mock activities
(3) Puppets
(4) Draw and tell
(3) Games
(¢) Group discussion
(7) Story telling
(8) Resource people
(9) Taking actual adult roles and response
ibilities
(10) Decisionemaking practice

2. Topics of interest

a. Students expresé interest in talking about
certain subjects such as family life, social
relations, health, safety, drugs, alcohol,
careers, achievements, etc.

3. Formal instruction .

a. Guidance lessons ; —

(1) Make lesson glans
5
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- (2) Give lessons
(3) Follow up

b. Methods {or guidance lessons might be:

(1) Group discussions

(2) Films, books, magazines

(3) Demonstrations

(4) Field trips

(5) Chalk, flannél or bulletin board
presentations.

(6) Guest speakers

C. Psychometrics and other data-gathering instruments
and techniques.

1.
2.
3.
4,
7
6.
7.
gy'
9.

10,

»

11.
12.

1.
2.
3.
b,

9

. 6.

Personal inventory sheet
Autobiography

Sentence completion data

House, tree, person data
Personal interview

Formal and informal observations
Interest inventories

Sociometric devices

Study habit inventories
Graphoeanalysis

Noneverbal clues .
Special education’ = PL 9%4a142 *

D. General Counseling Activities

Provide activities for children.

Provide career movies and story films.

Draw, and tell a story from the picture.
Provide a” setting in which prifdry children can
be ohserved.

Organize activities which stress cooperation
and consideration.

Provide re-inforcement activities related to
developing concepts of time and money.
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—=== 7., Qrganize smaitl group sessions with the intent
of identifving exceptional behavior and re-
intorcinyg good behavior.

8. Strive for parental and community involvement
to ¢ncourage children,

9. Visit the children who are sick.

1%, Emphasize trust in relationships.

11. Provide gencral counseling activities with many
opportunities for children to improve their
ability to cormmunicate in English.

E. Consultative Resources and Services

1. UeSe Pub-lic Health Service (Area, Agency, Local) "
- >

Ye Resource people in Arca and Agency offices
3. Resource people in inmediate vicinity

%. School nurse . .

5. State service .agencies B S

. Apency probation ofticer ¢

7. Alcohol/narcotics program officers, —~ *
3. Agency Social Services TN .

9, Liaison Officer in schools )

10, Police organizations (Navajo/State/City/Federal)
11, Parents )

12. Departments of Special Education

11. Community Pevelopment Workers (Tribe)

14. Become involved with student organlzatxons and’

activities v .

F. Gareer Counsellnk ' ‘ -
<3 1. Field trips to-places of employment which .
: * students would like to visit. ‘
2., Work programs: - Set up an after school and weeks
. end job placement program so that students may
.varn money and gain work experience. .
3. Counsgling
a. One=toe~one and group counseling
_— ) h, Interest-and aptitude surveys e
c. Future plans and jobs he would like to

know more abggt
6 -




4, Audio-Visual Media

a. Show films/slidesifilmstrips

. Gather vocational information and have
availalle for student use.

¢+« Read stories and have books for reading
ot various occupations.

3+ Testing of students to determine interests and

aptitudes gnd provide tollowsup experiences.

6. Resources

a. Work on placement of students in approe
priate school programs.

L. Set up programs for students to visit
prospective schools,

ve Advise students when information is rea
Guested,

G. Records are an important part of the counseling
process,

1. Reasons for documentation are?

da
i.)t
Ce

d.
e.

Keeping others informed

Evaluate progress of student :
For the record «- to be used by others in
attempting to help the client.,

Due Process

Management accountability & disclosure in
compliance with 25 CFR 36.

2. Some major types of documentation are:

a‘
b.
CO
d.
e‘
f.

Counseling records

Incident reports

Transcripts

PL Q4=id? required documentation
Cumulative folders

Test results



3. Information gathering

a. Observation = Watch the student and observe
hid/her behavior during counseling session:?

(1) Mannerisms - Fidgets, nervous, etc.

. (2) Attitude = How the student responds to
the counselor and the problem being
discussed.

(}) Emwtions = Does he show his emotions or
does he keep them inside. L What type of
mood is he in? :

(%) Client Participation = Does the client
respond to questions and does he express
himself freely?

(3) Personal Appearance - Observe his dress
and personal groominiz,

. Incident Report = A written report or statement
Ly the client answering the questions of what,
who, where, vhen and why. Students should be
encouraged to write as neatly and legibly as
possinles

5. Rackground information = observation records,
reports from other personal (written or verbal),
information from other students, and family
record sheet.

6. Confidentiality and security of records rust be
maintained in compliance with 25 CFR 36, Privacy
Aet and Buckly amendment.

. Placoment of Students
1. Gareer/Vocational

a. Overeage students are placed in appropriate
programs ‘

4. Educatiorally limited students are placed in
job areas on State, Tribal or Federal programs

S
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-
2, Acadonrmic = High School

s as Place wraduating eighth graders in high
school or vocational programs.,
be Arrange transtfers foy students as needed,
¢o Review prorotion/retention procedures.,

3 . Dropouts

as Refer stydonts to GED programs N
be Refer students tor employvmeant
¢s Place hich school age children hack in
available school programs.
_ ds Make home visits ro vncourage clementary
- children to rerain in school.

I. Special Education

1. Serve as a menier of the IEP committec.

2. Provide counseling for staff and students cone

cerning handicapped children.

Prepare necded case histories and maintain

records for placement. \

4, Prepare applications for programs pffevring
special programs,

% Refer students to social services, vocational
trairning, otce,

6. Provide assessment information as needed.

-
L
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Except ivnal thildren.

Most Jormitories have students in them which have
Seen fdentified as "exceptional children". Many
of these children have alwavs heen in the dormi-
tomies bur were not identitied as needing special
vducational services. Some of the stidents are
mentally, emotionally, socially, or physically
handicapped., Others are exceptional achievers and
pusses outstanding talents.  Some students qualify
for “special education” programs, others don't.
Guidance staff members should he aware of students
with special talents and those with special
problems. When powsible, guidance staff members
should he included on IEP (Individual Education
Plan) committees which consider appropriate place-
ment for the student so that individual and special
needs can be met.  Students are placed in special
education programs -~ academic and residential -
onlv after a professional diagnosis is made and

an IEP committee has met and made recommendations
to assist the child. Guidance staff members
should not label exceptional children, and
information regarding their exceptionality should
be treated with confidentiality.

Since various interpretations and misunderstandings
appear to exist in relation to special education,
characteristics of exceptional pupils and tupes

of classes to be considered for implementation in
Navajo Area Schools follow:

A. Educable Mentally Retarded.

The general objectives of the curriculum for
the educable mentally retarded are: (1) being
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able tu get along with their Yellow man (2)
learning to participate in work for the

purpose ot earning their own living, (3) devel-
oping evmotional seeurity and independence, (4)
developing habits of health and sanitation,

(5) learning the minimum essentials of the tool
subjects, (A) learning to occupy themselves in
wholesome leisure time.

Trainable Mentallv Retarded.

The general objectives of the curriculum for
the trainable mentallvy retarded are: (1) to
teach skills necessary for everyday encounters,
(2) .+ develop social adjustment in the home
and neiphborhood, and (3) to develop economic
usefulness in the home or in a sheltered
eavironment,

Hard-of-Hearing.

The hard-vf-hearing children are those in
whom the sense of hearing is defective, but
can function with or without a hearing aid.

Speech Handicapped Children.

Speech defects are found in all types of
children; that is, the gifted, the handicapped,
and the normal or average child, Cerebral
palsied, deaf, hard-of-hearing, and mentally
retarded children are most frequently found

to have associated speech difficulties. The
gpeech handicapped child is educated in the
regular classroom, Speech therapy can be
given individually, as a group, or in a
combination of both.
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Orthopedic and Special Health Problems.

The vhildren in this category have greater
personal and social adjustments to make than
average children.  Thev need to experience
attection, recognition, self-realization,

and seeurity: and to learn to cope with
frustration. Their necds often require
spevcial facilities, equipment, transportation,
and individualized instruction.

Fhe Visually sandicapped.

Children with visual handicaps are divided
intv two catepories, the partially sighted
amd the bliad.

The Fmotionally Disturbed and Socially

-\L! 1 xld ust t‘\! .

The emotionally disturbed are those children
whu suffer from inner temsions, anxiety,
peuroticism, agressiveness, withdrawing
tendencies or other persistent behavior
problems.  The behavior of these children
may be inappropriate to the point that ig¢

is both distracting and disruptive to the
rest of the dormitory.

Learning Disability.

Children with learning disabilities have a
delayed duevelopment in one or more of the
processes of speech, language, reading,
writing, arithmetic, or other school subjects
resulting from a psychological handicap caused
by a possible cerebral dysfunction and/or

emot ional or behavioral disturbance.
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It is not the result of mental retardation,
sensory deprivation, or cultural or instruc-
tional factors.

Gifted.
A gifted student possesses a superior ability
to dea. with facts, ideas, or relationships,

whether this ability comes from a high IQ or
a less well-defined creative ability.

Multiple Handicaps.

There are other types of handicapping
conditions which make modification of school
practices necessary. Most of these are som
tvype of health problem, and in many instances
multiple handicaps. In all of these situations
educational and residential adaptations have

to be made for the maximum development of
children.
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Every sgudent will have access to.a feasible
student code designed to provide common direction
in student tconduct as outlined in 25 CFR 35.

B.

Ir.

F.

~

td

d define the student rights and

The coade shou
rties.

responsibi

the document will define major/minor offenses,
their consequences, and describe the required
due process to be followed in processing
student disciplinary actions.

The general school rules pertaining to policy
and procedures will be provided.

The Guidance staff is expected to provide
organized lessons and instructions, planned
cooperatively with school admialstration, to
assist student in assuming "their responsibil-
fties and protecting the rights of all persons
in the school.

In-service training will be provided for the
staff to assist them with student behavior and

to orient them with the contents and implemen—

tation of the code.
The guidance staff is further expected to
counsel students in a meaningful way to change

behavior pattexs to meet acceptable standards
(rules) set by the dormitory and the school.
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10.

Suggested Activities
J
Traw pictures and tell about things he/she
likes to do.

List things students can 1o if they have an
upset feeling or a problem.

Discuss students' strengths and weaknesses.

Draw pictures of what he/she would like to
be when he/she grows up.  (He/she may discuss
what he/<he learns at different levels.

Make a mural about how he/she helps at home
or at school,

discuss with his/her counselor mistakes made
by evervone but how one may learn by these
nistakes.

Select a school problem, such as student
details and work out several solutions.

Engage in a discussion with a counselor in
whom he/she can confide about a serious
prohlem.

Engage in discussing things which adults are
afraid of: {llness, snakes, etc. (The student
can discuss with the counselor why adults

fear these),

Praw pictures or write about things he/she
loves, things he/she hates, things he/she is
afraid of, and how he/she feels when hurt or
angrv.
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11.

13,

1"#»

17.

18.

19.

Participate in club activities, such as master
ol ceremonies, student council, Indian c¢lub,
arts and cratts, photography, redeo, scouts,
4-H, and others.

Bevoume invalved in a storv-=time hour on

famous personalities; make a frieze on present
important leaders or scrap book on significant
social cuontributions,

Supggest the activities he/she wishes to play
Trum o variety of choices,

Fagage in activities that demonstrate decisions
making processes) e.g., student council, house
council, student assignments to committees,
student work programs.

Have a career day and invite resource people.

Explain situations where avoidance of decision
making results in chaos, misunderstanding, no
end results.,

Participate in any of a number of school-
planned activities such as sewing, cooking,
weaving, ceramics, where care of property is
important.

Participate in activities where acceptable and
unacceptable behavior is in evidence such as
school dances, school plays, Christmas and
other special programs.

Participate in activities that demonstrate
proper care of property.

L 2
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20.

28.

29.

Participate in a activity that relates to
experiences with actual responsibilities such
as banking activities, school paper, student
enterprises, student government, and campus
cleanup.

Set up a suggestion box.

Make a picture on "What I can do to help
someone",

Draw a picture of special activities enjoyed
by friends.

Participate in a sociodrama on ways one can
make friends.

List things they like about themselves and
critique these qualities.

Dramatize through a sociodrama; thoughtfulness,
accepting one's abilities, self-control, rude-
ness, good manners, not sharing. Discuss how
each makes you feel inside.

Engage in a role playing activity on how to°
introduce and greet people,.

Engage in a discussion with schoolmates on

"What can be done to make the schocl a better ‘
place in which to live". .

Discuss how he/she feels after a role playing
activity showing a noisy situation and a
quiet situation.



30.

31.

32,

33.

34,

35.

36.

‘:37 .

i8.

39.

Have parties where social graces and good
manners are practiced.

Discuss how he/she feels in a fearful or
dangerous situation.

Discuss with his/her friends and counselor how
he/she feels in a situation where he/she has
lost or won.

View and evaluate films on social and emotional
development.

Discuss with classmates and counselor (1) how
he/she feels when he/she has plenty of rest
and (2) the different tvpes of resting such as
relaxing, sleeping, and change of activities.

Take part in a grooming session with the
counselor on hair, clothes, cleanliness and
improving looks. .

List basic qualities found in people who get ’
along well with others.

Discuss common emotions, acts of kindness,
laying and working cooperately.

'Formulate and study a unit on sound physical

& mental health and participate in both
organized school sports and leisure time
activities. )

Have students write articles on: "I am a
Navajo'. "I am an American", etc.

“'i"
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40.

41.

43.

g
jo

50.

51.

Share stories on his/her own home life.

Discuss what made great leaders especially
during election days, Tribal Leaders Day,
Parents Day.

Discuss with his/her counselor, what will he/
she do when he/she becomes an adult.

Experience how other people live by making
field trips to places outside reservation.

See films about other cultures and discuss such- -

things as food and traditional dress.

Talk about different community workers choose
a type of work in which he/she is interested
and about which he/she would like to learn.

Survey career interests and encourage students
tao display career education bulletin boards.

View and evaluate films about job clusters.
Writing articles for the school paper.

Have student act as an interpreter in various
community activities such as pow-wow and

parents day.

Learn about time setting and keeping through
appointments.

Discuss with his/her counselor the wise use
of planning an&‘budgeting his/her time.

My
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53.
54,
55.
56
57.

58.

59.
60.

61'

62.

63.

Discuss with others and his/her counselor the
wise use of monev.

Involve his/her parents with the counselor in
the solution of some of his/her problems.

Act as a liaison between the school and home in
counseling vounger brothers and sisters.

Act as a resource person for students and
parents.

Set up an vrganized studeat record system in
a centralized location.

Coordinate health services by making veferrals
for students needing help.

Discuss constructive use of leisure times.

Prepare transcript and case histories, etc.,
as needed to help students in need of referral.

Counsel with students.about high school
opportunities and help complete required forms.

Help with registration, orientation, and enroll-

ment as requested.

Help students with academic problems concerning
grades.

Teach group guidance lessons on student rights
and responsibilities and school regulations.
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8.

69.

70.

71.

Counsel with students on due process procedures.

Work with handicapped students in counseling
concerning ad justment nroblems with classroom,
dormitorv and peer relationships.

Present guldance lessons on student accepted
coed activities.

Work with community members to encourage
parents of handicapped children to participate
in available educational programs.

Encourage students to use English in their
vvery day conversations.

Organize student recognition activities such
as banquets, awards assemblies, verbal praise,
and student of the month.

Encourage students to participate in voting
and other election activities.

Organize and encourage students to participate
in special talent activities such as arts and
crafts fairs, talent shows, school plays,
music programs and others.
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Evaluation Elements

Periodic evaluations are necessary for the main-
tenance of a successful program. The following
elements should be considered in developing an
evaluative instrument to be used in judging the
effectiveness of the Guidance Program.

stalf Considerations:

Tours of buty
Dormitory/Activity Coverage
Appropriate Work Assignments
Working Relationships
Coordination of Activities
Covperation - given received
Communications
Staff Mectings - agenda/minutes necessary
Memoranda
Counselling/Discusslons
Availability of supplies and materials
Training needs of the staff
Resources available/utilized
Topics covered .
Persons - local - Qutside
Meddia

Rormitory Operations:

Living Conditions (50 sq. ft.)
tne-hed for each vhild
Privacy

Decorations

Linen
Sleepwear
Clothing needs of students //,v"‘-‘
Laundry facilities
Commereial laundry services ~—
Bathroont facilities
Showers 75
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Hazards

Medicacion Area

Medicine Cabinets (locked)
Clear!iness of Dorm
Temp-tature of Dorm
Condition of Dorm
Ventilation in Dorm
Personal Hvgiene

Grovming Supplies

Required Reports:

Roll Call Attendance

Inventory

Fire Drill

Accident (DI1-133)

Damage Control

Incident Reports

Laundry Count

Banking Procedures

Check Qut

Madical

Log

T & A'S

Requisitions

Work Orders
submitted

Jate work is accomplished

Student Activities:

Recreation
School Bank
Student Government/Leadership
Clubs/Organizations
Intra-mural sports
Games and social activities
Student Enterprises/canteen
Arts and Crafts
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Guidance Instruction:

Health topics

Personal care

Social behavior

Manners

School rules

Safety

Dormitory living

Other Guidance topics

Student Rights & Responsibilities
Culture (Navajo & other)

Counselling:

Referral system
Activities
Instructions
Testing

Academic acnievement

Psychological

Group
Indivicual

Student appraisals

Case study

Case summary

Case history
Behavior/attitude

Home

Avademic

Residential
Counselling students

Individual (one-to-one)

Group

Documentation (records)
Career Education

Topics

Activities
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" Resources
Topices
Persons - local - outside
Media
Records
Regulations.CFR par 36

Student Rights, Responsibilities and Records

Code of Federal Regulations Parts 35 & 36
{ode of Conduct
Due Process
School Rules (written)
Consequences of misconduct (written)
Recards
1. Apprupriateness
2.  Adequacy
3. Accuracy
Conf identiality
Avcess to Records
Transfer of Records

7]
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